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1 FAM 250  
 BUREAU OF CONSULAR AFFAIRS (CA) 

(TL:ORG-79;   04-21-1999) 

1 FAM 251  ASSISTANT SECRETARY FOR 
CONSULAR AFFAIRS (CA) 

1 FAM 251.1  Responsibilities 

(TL:ORG-79;   04-21-1999) 

a. Reports directly to the Under Secretary for Management Affairs (M). 

b. Under the direction of the Secretary of State, formulates and 
implements policy relating to immigration and consular services.  Initiates 
consular policy changes and provides guidance and recommendations on 
related foreign policy issues to Department principals and U.S. embassies 
and consulates. 

c. Administers the provisions of the Immigration and Nationality Act and 
all other immigration and nationality laws relating to the powers, duties, and 
functions of diplomatic and consular officers of the United States, except those 
powers, duties, and functions conferred by law directly upon consular officers. 

d. Develops, establishes, revises, promulgates, and directs policies, 
procedures, and regulations relating to functions of the bureau, including the 
issuance of passports and related services, issuance of visas and related 
services, immigration, protection and welfare of U.S. citizens and interests 
abroad, third-country representation of interests of foreign governments, and 
the determination of nationality of persons not in the United States. 

e. Manages the worldwide consular function; ensures responsive and 
efficient provision of consular services abroad; works closely with the Director 
General of the Foreign Service and Director of Personnel to ensure the 
availability of programs for the professional development and utilization of 
consular personnel; and presents and justifies resource requirements for the 
bureau before Congress, OMB, and within the Department; and oversees the 
management of bureau resources. 

f. Maintains direct and continuous liaison with appropriate 
Congressional committees, the heads of various Federal Government 
agencies (e.g., Immigration and Naturalization Service (INS), U.S. Customs 
Service, Federal Bureau of Investigation (FBI)), and special public and/or 
Presidential commissions. 
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g. Has overall substantive and coordinating responsibility for the following 
Department regulatory publications: 

(1) 1 FAM 250 - Bureau of Consular Affairs (CA); 

(2) Foreign Affairs Manual Volume 7 (Consular Affairs - 7 FAM) (parts of 
Passport Services, formerly 8 FAM, are incorporated in this volume); and 

(3) Foreign Affairs Manual Volume 9 (Visas - 9 FAM). 

1 FAM 251.2  Organization 

(TL:ORG-79;   04-21-1999) 

See 1 FAM 251  Exhibit 251.2 for an organization chart of CA. 

1 FAM 251.3  Definitions 

(TL:ORG-79;   04-21-1999) 

a. Border Biometric Program/biometric identifier:  The Border 
Biometrics Program is an automated methodology for verifying border 
crossing card holder identity within an acceptable range of reliability based 
on one or more physiological or behavioral identifiers, unique to the 
individual.  Such might include photographs, fingerprints, hand geometry, 
voice patterns, retinal patterns, etc. 

b. Federal executive boards:  Boards composed of the local heads of 
Federal Agencies within regions that meet to share information and provide 
planning for common interests. 

1 FAM 251.4  Authorities 

(TL:ORG-79;   04-21-1999) 

a. Immigration and Nationality Act of 1952, as amended, sections 104, 
105, 349(a)(5), 358, and 359 (8 U.S.C. 1104, 1105, 1481(a)(5), 1501, and 
1502). 

b. State Department Basic Authorities Act of 1956, as amended, 
sections 1, 2(j), and 4(d) (22 U.S.C. 2651a, 1670(j), and 2671(d)). 

c. Revised Statutes sections 2000 and 2001 (22 U.S.C. 1731 and 
1732). 

d. Act of July 3, 1926, as amended (22 U.S.C. 211a); Revised Statutes 
section 4076 (22 U.S.C. 212); Act of June 15, 1917, section 1, as amended 
(22 U.S.C. 213); Act of June 4, 1920, section 1, as amended (22 U.S.C. 214); 
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Acts of 1926, 1920 other sections (22 U.S.C. 214a, 216, 217a); and Revised 
Statutes section 4077 (22 U.S.C. 218). 

e. Vienna Convention on Consular Relations and bilateral consular 
conventions providing consular access to arrested U.S. citizens. 

f. International Child Abduction Remedies Act of 1988, Pub. L. 100-300; 
Hague Convention on the Civil Aspects of International Child Abduction, 58 FR 
3/26/86. 

g. Aviation Security Improvement Act of 1990, Pub. L. 101-604. 

h. Hague Convention on the Service Abroad of Judicial and Extra-judicial 
Documents in Civil or Commercial Matters, 20 U.S.T. 361; Hague Convention 
on the Taking of Evidence Abroad in Civil or Commercial Matters, 20 U.S.T. 
2555; Rule 44(a)(2), Federal Rules of Civil Procedure (28 U.S.C. Appendix); 
Rule 44(a)(2), Federal Rules of Evidence (28 U.S.C. Appendix); 28 U.S.C. 
section 1608. 

i. Revised Statutes sections 1689, 4082, 1707, 1708, 1709, 1710, 
1711, 1715, 1716, 1717, 1718, 1719, 1722, 1723, 1724, 1725, 1726, 1727, 
1727, 1731, 1734, 1737, 1745, 1746, 1750, and provisions of miscellaneous 
public laws, all codified at 22 U.S.C. 4191-4226; 46 U.S.C. section 1 et seq.; 
22 CFR Parts 81-88. 

j. Pub. L. 103-286, section 140 (8 U.S.C. 1351 and 1182 note). 

k. Pub. L. 104-208, section 104 (Foreign Service Act of 1980, as 
amended) (22 U.S.C. 3904). 

1 FAM 252  PRINCIPAL DEPUTY ASSISTANT 
SECRETARY 
(TL:ORG-62;   01-31-1995) 

a. Serves as principal deputy to the Assistant Secretary in coordinating 
policy, management, and operational activities of the bureau and the consular 
function.  Is the Deputy Assistant Secretary to which the Office of Public Affairs 
and Policy Coordination (CA/P) and the Office of Fraud Prevention Programs 
(CA/FPP) report. 

b. As the Deputy Assistant Secretary for Overseas Citizens Services 
(CA/OCS), carries out his or her own responsibilities, which are found at 1 
FAM 255. 



1 FAM 250 Page 4 of 32 

1 FAM 252.1  Office of Public Affairs and Policy 
Coordination (CA/P) 

(TL:ORG-62;   01-31-1995) 

a. Reports directly to the Principal Deputy Assistant Secretary for 
Consular Affairs. 

b. Develops and implements programs for providing information on 
consular work and issues to the public and the Congress. 

c. Provides legislative liaison on consular matters. 

d. Carries out special projects as directed. 

e. Prepares press guidance and provides information to reporters and 
journalists on consular-related foreign policy developments.  Provides similar 
services for use by the Department Spokesman and the Bureau of Public 
Affairs' Office of Press Relations (PA/PRESS). 

f. Establishes standards for, coordinates preparation of, and edits all 
bureau publications.  Designs and produces brochures and pamphlets on 
consular matters. 

g. Maintains automated systems, such as the Consular Microlog 
recording (an automated telephone information system), the Consular Affairs 
Electronic Bulletin Board, and an auto-fax to disseminate consular information. 

h. Provides public affairs guidance to CA's constituent offices, and to 
Department bureaus on matters involving consular issues and on the 
performance of services for the public, both within the United States and 
abroad. 

i. Coordinates requests for media interviews with CA personnel. 

j. Analyzes and follows the progress of proposed legislation concerning 
consular matters.  Proposes bureau legislative strategies.  Prepares 
testimony for bureau principals and coordinates the preparation of formal 
comments on legislation. 

k. Recommends consular policy developments on matters affecting the 
entire bureau. 

l. Drafts briefing materials on consular issues for bureau and 
Department principal officers. 

m. Coordinates bureau response to special information requests from 
Congress and other U.S. Government agencies. 
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n. Oversees the preparation of objectives and goals for the bureau and 
its constituent offices. 

o. Carries out other long-range projects as directed. 

1 FAM 252.2  OFFICE OF CONSULAR FRAUD 
PREVENTION PROGRAMS (CA/FPP) 

1 FAM 252.2-1  General Division Responsibilities 

(TL:ORG-79;   04-21-1999) 

a. Directs the formulation, coordination, and promulgation of policies and 
practices related to passport, visa, Federal benefits, and other consular 
services anti-fraud programs. 

b. Develops and provides policy and procedural guidance to passport 
agencies, Foreign Service posts, other Federal agencies, and other offices 
within the Department pertaining to fraud prevention in connection with 
passport, visa, Federal benefits and other consular services. 

c. Coordinates and directs the development of bureau policy for 
combating fraud, and designs, monitors, and coordinates bureau fraud 
programs. 

d. Directs the consular anti-fraud program; ensures a continuing liaison 
with other Federal agencies, representatives of foreign governments, and 
other bureaus within the Department to develop, maintain, and provide mutual 
cooperation with anti-fraud programs and policies. 

e. CA/FPP has two regional divisions: 

(1) European, Near Eastern and South Asian, and African Services 
Division (CA/FPP/ENAF); and 

(2) Inter-American and East Asian and Pacific Services Division 
(CA/FPP/EAAR). 

1 FAM 252.2-2  Regional Division Responsibilities 

(TL:ORG-79;   04-21-1999) 

a. Develops and recommends policies and operates programs designed 
to ensure the integrity of U.S. passports and visas, and to prevent, detect, and 
eliminate passport, visa, Federal benefits, and related consular fraud; 
prepares preventative and protective recommendations for consideration by 
the Principal Deputy Assistant Secretary for Consular Affairs and the other 
deputy assistant secretaries within the bureau. 
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b. Analyzes and coordinates passport, visa, and consular cases involving 
document integrity, fraud, and special problems.  Coordinates and conducts 
liaison with other government and law enforcement agencies on these matters.  
Negotiates and drafts proposed agreements between the Department and 
other Government agencies concerning fraud investigations and provides 
coordinated implementation of the agreements.  Recommends modifications 
as required. 

c. Develops and provides anti-fraud training for passport agents, 
consular officers, the Immigration and Naturalization Service (INS) and 
representatives of other Federal agencies.  Instructs the field on operational 
aspects of the fraud function.  Coordinates fraud matters among Foreign 
Service posts, passport agencies, the Department, and other Government 
agencies. 

d. Implements the consular anti-fraud programs.  Briefs and debriefs 
consular personnel, OIG personnel, and other officers within and without the 
Department on consular fraud.  Provides guidance and participates in the 
preparation of fraud officer duties, country fraud summaries, and the bureau’s 
Consular Fraud guide. 

e. Evaluates consular fraud workloads and trends at Department offices 
and posts and recommends changes in priorities, resources and/or 
techniques in protecting the integrity of CA's activities. 

1 FAM 253  DEPUTY ASSISTANT SECRETARY 
FOR PASSPORT SERVICES (CA/PPT) 
(TL:ORG-62;   01-31-1995) 

a. Administers laws and formulates or recommends legislation, 
regulations, and policies relating to the documentation of U.S. nationals 
traveling abroad. 

b. Directs domestic regional passport agencies and provides technical 
direction and general guidance to Foreign Service posts, and passport 
application acceptance facilities. 

c. Negotiates and consults with international organizations and foreign 
governments in connection with travel documentation of U.S. citizens. 

d. Ensures active contact with organizations and individuals concerned 
with travel. 

e. Recommends legislation and provides opinions to the Department on 
U.S. nationality cases pending before the Board of Appellate Review (L/BAR) 
or the courts. 
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f. Formulates and implements policies under which the Governors of 
Insular Possessions accept U.S. passport applications and issue U.S. 
passports. 

g. Directs the passport and vital records filing and retrieval systems. 

1 FAM 253.1  Managing Director 

(TL:ORG-79;   04-21-1999) 

Serves as the senior manager for, and direct supervisor of, all regional and 
headquarter passport issuance facilities, the Office of Passport Policy, 
Planning, and Advisory Services (CA/PPT/PAS), the Office of Field 
Operations (CA/PPT/FO), and the Office of Technology Development 
(PPT/TD). 

1 FAM 253.2  Passport Agencies 

1 FAM 253.2-1  Locations 

(TL:ORG-79;   04-21-1999) 

a. Passport agencies (regional passport issuance facilities) are located 
in the United States at: 

Boston, Massachusetts; 
Charleston, South Carolina; 
Chicago, Illinois; 
Honolulu, Hawaii; 
Houston, Texas; 
Los Angeles, California; 
Miami, Florida; 
New Orleans, Louisiana; 
New York, New York; 
Philadelphia, Pennsylvania; 
Portsmouth, New Hampshire; 
San Francisco, California; 
Seattle, Washington; 
Stamford, Connecticut; and 
Washington, D.C. 

b. A Special Issuance Agency (CA/PPT/SIA) is located in Washington, 
D.C. 
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1 FAM 253.2-2  Functions 

(TL:ORG-79;   04-21-1999) 

a. Accept, examine, adjudicate, and process passport applications 
submitted by the public under the provisions of the immigration and nationality 
laws; issue passports to those determined to be citizens or nationals of the 
United States and otherwise qualified; and amend, extend and validate 
passports in accordance with the Code of Federal Regulations (CFR) and 
Department of State regulations. 

b. Train and assist clerks of court, Postal Service officers, and military 
personnel operating as passport application acceptance agents. 

c. Provide information to constituents concerning passport regulations, 
citizenship, and nationality laws.  Provide advice on visa requirements for 
foreign travel, U.S. Customs and U.S. Public Health regulations, requirements 
and procedures for naturalization through the Immigration and Naturalization 
Service (INS) and military travel under Status of Forces Agreements. 

d. Operate an anti-fraud program and maintain liaison with security, 
intelligence, and law enforcement agencies to obtain and exchange 
information related to the detection of fraudulent documents and false 
identities, and to preclude issuance of passports to aliens or impersonators. 

e. Revoke or deny passports to applicants whose claims might be 
fraudulent, whose travel might be the subject of a legal proceeding or court 
order, or of interest to law enforcement officials. 

f. Maintain close liaison with Congressional district offices, local 
governments and the media to exchange information of mutual interest on 
travel projections and trends, and disseminate advisories regarding the travel 
of U.S. citizens abroad as directed by the Department. 

g. Represent the Assistant Secretary for Consular Affairs and the 
Department in regional consular-related matters and Congressional interest 
cases. 

h. Participate or maintain membership in local travel industry 
organizations, foreign affairs organizations, local consular corps, and Federal 
executive boards to further the interests and goals of the Department and 
Passport Services. 

i. Carry out the following through the Special Issuance Agency 
(CA/PPT/SIA): 

(1) Accepts, examines, adjudicates, and processes passport applications 
submitted by official U.S. Government travelers and their dependents under 
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the provision of appropriate laws, regulations, and procedures; issue the 
proper type of passport to those found qualified; and amend, extend, and 
validate such passports as necessary; 

(2) Obtains visas for officers and employees (and their dependents) of the 
State Department, White House, Congress, and certain other agencies; and 

(3) Provides needed personal service to special interest groups and 
individuals whose cases are extraordinarily complex and/or urgent. 

1 FAM 253.3  Office of Passport Policy, Planning, and 
Advisory Services (CA/PPT/PAS) 

(TL:ORG-79;   04-21-1999) 

a. Reports directly to the Managing Director for Passport Services. 

b. Provides direct supervision to Chief, Legal Advisory Division, and 
Chief of the Policy Planning Staff. 

c. Assists CA/PPT management in day-to-day management of passport 
operations. 

d. Provides vital independent focus in identifying vulnerabilities in the 
nationwide passport system. 

e. Plans, manages, directs, and executes the legal programs and 
activities of the Passport Services Directorate. 

1 FAM 253.3-1  Legal Advisory Division (CA/PPT/PAS/LA) 

(TL:ORG-79;   04-21-1999) 

a. Reports directly to the Director, Office of Passport Policy, Planning, 
and Advisory Services. 

b. Under the legal guidance of the Legal Adviser (L), provides 
operational legal advice to the Office of Passport Services (CA/PPT).  
Develops and implements laws and regulations governing the issuance, 
denial, limitation, and revocation of travel documentation.  Assists in 
defending the Department’s legal interests in civil and criminal court actions 
involving the administration and enforcement of the passport and nationality 
laws. 

c. Represents the Department before the Board of Appellate Review 
and other panels regarding appeals in cases resulting from nationality, 
travel documentation, or other determinations. 
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d. Administers or supervises actions under the regulations denying, 
limiting, or revoking travel documentation.  Prepares interpretive advisory 
opinions on U.S. court and administrative law decisions applicable to the 
issuance, limitation, revocation, or denial or passports.  Reports on passport 
cases involving security and special problems, and conducts, as directed, 
liaison with other U.S. Government and law enforcement agencies on such 
matters. 

e. Provides input and analysis on a wide variety of policy and planning 
issues covering a range of operational and strategic matters.  Serves as a 
point of origin for such policy development as well as a locus of review for 
guidance and direction formulated elsewhere. 

1 FAM 253.3-2  Policy Planning Staff (CA/PPT/PAS/PP) 

(TL:ORG-79;   04-21-1999) 

a. Reports directly to the Director, Office of Passport Policy, Planning,, 
and Advisory Services. 

b. Reviews and analyzes CA/PPT programs and policies for 
effectiveness.  Provides guidance and direction in concert with other 
CA/PPT elements to field agencies regarding new program/policy 
procedures. 

c. Formulates and implements the long-range Strategic Plan for 
CA/PPT, including the setting of goals and standards to measure success of 
programs.  Assists in developing a vision for Passport Services, guiding 
activities and operations into the 21st Century. 

d. Serves as liaison with other U.S. Government agencies, international 
organizations, and foreign governments on passport-related issues.  Leads 
efforts with those entities involving improved technological standards and 
security of the U.S. passport. 

e. Administers the Passport Services Directives System, the publishing 
and dissemination of directives, and the maintenance of the directives 
historical archives. 

f. Designs internal control systems to ensure the security and integrity 
of the U.S. passport.  Monitors field agency compliance with internal controls 
program through field agency reviews.  Initiates and develops policies and 
programs to minimize potential system vulnerabilities. 

g. Serves as a liaison with CA’s Office of Fraud Prevention Programs, 
provides general oversight of CA/PPT’s fraud efforts, and coordinates 
operational guidance to field agency fraud program managers. 
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h. Oversees several sensitive passport programs involving DS, OIG, 
and the U.S. Customs Service. 

1 FAM 253.4  Office of Field Operations (CA/PPT/FO) 

(TL:ORG-79;   04-21-1999) 

a. Reports directly to the Managing Director for Passport Services. 

b. Provides direct supervision to chiefs of three divisions under this 
office. 

c. Assists CA/PPT management in day-to-day management of 
passport operations. 

1 FAM 253.4-1  Field Coordination Division (CA/PPT/FO/FC) 

(TL:ORG-79;   04-21-1999) 

a. Reports directly to the Director, Office of Field Operations. 

b. Formulates and evaluates policies, plans, and programs for effect on 
field operations. 

c. Monitors and analyzes field office productivity and recommends 
improvement reviews of passport field agencies. 

d. Acts as liaison with passport agency management in providing 
headquarters’ support on operational issues. 

e. Administers nationwide training program and the Distance Learning 
Program. 

f. Manages the Employee Development Program for the passport 
agencies. 

g. Acts as liaison with the Directives Management Staff in preparing 
and identifying information collections used by Passport Services. 

h. Acts as liaison with the National Federation of Federal Employees, 
Local 1998. 

i. Manages emergency and after-hours passport services. 
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1 FAM 253.4-2  Customer Service Division (CA/PPT/FO/CS) 

(TL:ORG-79;   04-21-1999) 

a. Reports directly to the Director, Office of Field Operations. 

b. Develops nationwide operating guidelines for 4,500+ facilities (post 
offices, clerks of court, and other State/county/municipal offices) that accept 
passport  applications, keeping the Passport Agent’s Reference Guide 
current. 

c. Designates passport acceptance facilities in consultation with 
regional passport agencies. 

d. Responsible for programmatic management of the National 
Passport Information Center (NPIC), Passport Services’ single national call 
center for public customers, presently operated on a contractual, self-funded 
basis. 

e. Manages Officer-of-the-Day emergency passport service for 
customers seeking urgent help during regular business hours in cooperation 
with regional passport agencies and in coordination with After-Hours Duty 
Officer Program managed by CA/PPT/FO/FC. 

f. Facilitates and coordinates the installation and on-going 
management use of passport agency public area enhancements, such as 
automated line management and appointment systems in regional passport 
agencies in cooperation with CA/PPT/TD. 

g. Coordinates regional customer service activities, serving as a 
resource to regional management teams and as customer service advocate 
in the development of national policies and procedures. 

h. Serves as liaison with congressional offices. 

i. Manages controlled correspondence and direct-reply response 
system for letters and electronic communication from customers and other 
stakeholders. 

j. Conducts outreach to travel industry, organizations, businesses, and 
other NGOs. 

k. Serves as liaison with the National Partnership for Reinventing 
Government (NPR) and other government agencies. 

l. Develops newsletters and resource tools for use by passport agency 
customer service managers. 
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1 FAM 253.4-3  Program Support Division (CA/PPT/FO/PS) 

(TL:ORG-79;   04-21-1999) 

a. Reports directly to the Director, Office of Field Operations. 

b. Develops program plans, monitors productivity, forecasts workload, 
analyzes trends, and collects and interprets workload and productivity 
statistics for CA/PPT. 

c. Responsible for financial planning, and develops program budget 
requirements and justifications for CA/PPT.  Monitors revenue generated to 
the U.S. Treasury through passport fees. 

d. Plans and conducts studies in a wide range of resource 
management and passport policy matters related to enhanced and 
streamlined operations. 

e. Coordinates workload functions in all regional field agencies to 
determine resource allocations and workload distribution. 

f. Works closely with other Department units and elsewhere to issue an 
adequate and continuing flow of critical materials and supplies. 

1 FAM 253.5  Office of Technology Development 
(CA/PPT/TD) 

(TL:ORG-79;   04-21-1999) 

a. Reports directly to the Managing Director for Passport Services 
(CA/PPT). 

b. Directs and coordinates plans and resources for the design, 
development, and implementation of: 

(1) U.S. passport issuance systems nationwide; 

(2) The installation and/or retrofit of computer systems at national 
passport agencies; 

(3) National telecommunications systems that link domestic passport 
agencies to each other, to headquarters, and to other Department bureaus; 

(4) Automated storage and retrieval of passport and vital records; and 

(5) Peripheral systems used to support the mission of CA/PPT. 

c. Administers records management systems for CA/PPT.  Directs the 
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processing, maintenance, control, and release of passport files information 
and authenticated records in the custody of Passport Services and ensures 
compliance with the Freedom of Information Act (5 U.S.C. 552) and Privacy 
Act (5 U.S.C. 552a). 

d. Administers the passport name check (lookout) system. 

1 FAM 253.5-1  Systems Staff (CA/PPT/TD/SYS) 

(TL:ORG-79;   04-21-1999) 

a. Directs and coordinates development of passport systems 
applications and networks.  Participates in the evaluation and approval of 
proposed systems projects; plans and forecasts resource needs for approved 
systems applications. 

b. Oversees the installation and maintenance of automated systems at 
domestic field locations and the integration of automated systems with manual 
procedures; determines requirements and priorities for passport systems 
support; arranges for and monitors national passport issuance and records 
management contractual support; and evaluates existing computer-based 
systems. 

c. Operates a laboratory facility for the development, testing, and quality 
control of new and existing materials and equipment in connection with 
automated systems and evaluates prototype equipment for possible use in 
passport systems.  Represents the managing director in automation-related 
activities within the Department, and with other Federal agencies, other 
governments, and the private sector. 

1 FAM 253.5-2  Records Services Division (CA/PPT/TD/RS) 

(TL:ORG-79;   04-21-1999) 

a. Provides data base management policy and operational oversight for 
Passport Services' nonautomated and automated records systems 
management program. 

b. Prepares and microfilms all passport applications executed at field 
agencies and oversees data transfer from the Travel Document Issuance 
System (TDIS) to the Passport Files Miniaturization (PFM) system to create 
an index to the microfilm. 

c. Maintains liaison with and assists other U.S. Government agencies 
seeking access to passport files or information.  Oversees release of 
passport file information, and verifies compliance with the Freedom of 
Information Act and the Privacy Act, and ensures the collection of passport 
travel statistics. 
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1 FAM 253.5-3  Public Services Division (CA/PPT/TD/PS) 

(TL:ORG-79;   04-21-1999) 

a. Oversees the operation of the computerized passport name clearance 
system and certain direct communications facilities between Washington, 
D.C. and the passport field agencies. 

b. Develops and coordinates Passport Services' public correspondence 
programs regarding vital records. 

c. Supervises the maintenance and release of authenticated records in 
the custody of Passport Services. 

1 FAM 254  DEPUTY ASSISTANT SECRETARY 
FOR VISA SERVICES (CA/VO) 
(TL:ORG-62;   01-31-1995) 

a. Administers laws and formulates and recommends legislation, 
regulations, policies, and procedures relating to visa issuance and refusal. 

b. Administers, in time of war or national emergency, in conjunction with 
the Immigration and Naturalization Service (INS), such additional restrictions 
and prohibitions as may be required to control the entry and departure of 
aliens. 

c. Advises Foreign Service posts on visa matters. 

d. Formulates and implements consular policy relating to humanitarian 
parole, asylum, and refugees; and maintains liaison with appropriate 
Department offices, other U.S. Government agencies, foreign governments, 
and Foreign Service posts abroad. 

e. Coordinates immigration and visa policy with the Immigration and 
Naturalization Service (INS), the Department of Labor, and the U.S. Public 
Health Service and ensures uniform interpretation and implementation of 
provisions of the Immigration and Nationality Act (INA). 

f. Maintains liaison with Congressional committees and Government and 
private agencies regarding the interpretation and implementation of 
immigration laws.  Advises Department officials on technical aspects of visa 
matters, immigration policies, and legislative questions. 
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1 FAM 254.1  Managing Director 

(TL:ORG-79;   04-21-1999) 

a. Manages the day-to-day activities of CA/VO, administering laws and 
formulating regulations, policies, and procedures relating to visa issuance and 
refusal. 

b. Provides policy advice to the Deputy Assistant Secretary and calls 
attention to potential problems and emerging issues of importance relating to 
visa issuance and refusal. 

c. Establishes and maintains internal control systems to ensure that 
physical and human resources are safeguarded against waste, loss, or 
unauthorized use, and that obligations and costs incurred comply with 
applicable laws and regulations. 

d. Oversees the operations of the National Visa Center (NVC) at 
Portsmouth, New Hampshire, which maintains records of noncurrent 
immigrant visa cases and performs clerical functions related to immigrant visa 
(IV) processing abroad. 

e. Coordinates visa procedures, the admission of aliens to the United 
States, and other border security issues with the INS, Drug Enforcement 
Agency (DEA), and the Federal Bureau of Investigation (FBI) in the 
Interagency Border Inspection System and other interagency fora. 

f. Reviews, maintains, and develops new processes for the Automated 
Visa Lookout System (AVLOS); keeps abreast of advances in computer 
technology and, in concert with the bureau's Consular Systems Division 
(CA/EX/CFD), develops plans for the application of new computer technology 
to the visa function. 

1 FAM 254.2  Office of Public and Diplomatic Liaison 
(CA/VO/P) 

(TL:ORG-62;   01-31-1995) 

a. Processes inquiries on visa policies, practices, procedures, 
regulations, and the status of individual cases.  Ensures a uniform visa 
information policy. 

b. Interprets and applies immigration laws concerning visa issuance to 
foreign government and international organization officials and employees. 

c. Maintains liaison with the Immigration and Naturalization Service (INS), 
regarding visa status of foreign government and international organization 
officials, and other visa-related matters. 
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d. Oversees the maintenance of all visa files. 

1 FAM 254.2-1  Communications and Records Division 
(CA/VO/P/CR) 

(TL:ORG-62;   01-31-1995) 

a. Distributes communications to offices and divisions within CA/VO. 

b. Maintains and controls access to the Department's centralized files 
and records pertaining to visa and other immigration matters. 

1 FAM 254.2-2  Diplomatic Liaison Division (CA/VO/P/D) 

(TL:ORG-62;   01-31-1995) 

a. Interprets and applies the provisions of immigration laws concerning 
visa issuance to foreign government and international organization officials 
and employees.  Maintains liaison with the Immigration and Naturalization 
Service (INS) in matters pertaining to the visa status of foreign government 
and international organization officials; and coordinates with the INS the 
granting of private employment privileges to dependents of international 
organization employees. 

b. Issues and revalidates in the United States nonimmigrant visas as 
authorized by regulation.  Advises visa officers regarding diplomatic and 
official visa cases. 

c. Grants, in cooperation with the INS, visa or documentary waivers for 
nonimmigrants who are foreign government officials or international 
organization aliens according to 22 CFR 41.50. 

1 FAM 254.2-3  Public Inquiries Division (CA/VO/P/I) 

(TL:ORG-62;   01-31-1995) 

a. Oversees the processing of requests from the public, U.S. Government 
agencies, foreign representatives, and Congress for information on visa 
policies, practices, procedures, regulations, and the status of individual cases. 

b. Maintains liaison with the Immigration and Naturalization Service (INS), 
other areas of the Department, Congress, other U.S. Government agencies, 
and organizations with an interest in immigration and visa matters. 

1 FAM 254.3  Office of Legislation, Regulations, and 
Advisory Assistance (CA/VO/L) 

(TL:ORG-62;   01-31-1995) 
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a. Provides technical advice and assistance to the Deputy Assistant 
Secretary for Visa Services and to other officials of the Department in 
connection with the interpretation and administration of the immigration laws. 

b. Recommends changes in regulations and/or procedures governing 
immigration legislation. 

c. Formulates regulations and general instructional material to interpret 
and implement those provisions of the immigration laws relating to the 
issuance and refusal of visas, and ensures their publication through the 
Department's directives program and the Office of the Federal Register. 

d. Ensures uniform application of the immigration laws and regulations to 
individual cases. 

e. Monitors and reports on litigation arising out of, or otherwise related to, 
the administration of immigration laws by the Department or consular officers 
abroad. 

f. Ensures compliance with the Freedom of Information and Privacy Acts 
with respect to visa files within the Department or consular offices. 

g. Monitors Congressional activities related primarily to visa aspects of 
immigration. 

h. Coordinates with other elements of the Department and other 
Government agencies in the performance of functions relating to visa 
legislation, regulations and advisory assistance. 

1 FAM 254.3-1  Legislation and Regulations Division 
(CA/VO/L/R) 

(TL:ORG-62;   01-31-1995) 

a. Reviews and prepares for publication in the Foreign Affairs Manual all 
visa regulations and general instructions interpreting provisions of the 
immigration laws related to the issuance or refusal of visas. 

b. Initiates recommendations for amendments to existing immigration 
laws; assesses the effects of new visa legislation; and assists in the 
preparation of the visa segment of the State Department's legislative program.  
Monitors activities in the Congress related primarily to visa aspects of 
immigration. 

c. Analyzes and prepares reports on immigration legislation.  Conducts 
special studies and submits recommendations on problems that involve 
coordination with other agencies and interpretation of laws and regulations in 
connection with the administration of immigration laws. 
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1 FAM 254.3-2  Advisory Opinions Division (CA/VO/L/AO) 

(TL:ORG-1;   07-01-1985) 

a. Renders advisory opinions to consular officers at posts abroad on 
questions (other than security matters) arising under the Immigration and 
Nationality Act (INA) in relation to visa application. 

b. Reviews at the request of interested third parties, including members 
of Congress and private attorneys, consular decisions in individual cases 
(other than those involving national security) to ensure that the immigration law 
is applied in a uniform and proper manner. 

c. Prepares litigation reports to and acts in conjunction with the 
Department of Justice in court cases filed against the Department of State 
which involve issues of immigration law. 

d. Ensures compliance with the Freedom of Information Act and Privacy 
Act as they relate to visa records. 

e. Consults and acts in coordination with other Department offices and 
Government agencies in matters (except national security) which relate to the 
interpretation and application of the Immigration and Nationality Act. 

1 FAM 254.3-3  Coordination Division (CA/VO/L/C) 

(TL:ORG-1;   07-01-1985) 

a. Renders advisory opinions on the visa eligibility of aliens who may fall 
within the purview of subsections 212(a)(3)(A), (B), (C), (D), and (E) of the 
Immigration and Nationality Act (INA), which cover political and security-
related grounds of ineligibility.  Coordinates among missions abroad and 
interested Washington, D.C. agencies, including the Immigration and 
Naturalization Service (INS), the Intelligence Community, other offices with the 
State Department  and the White House. 

b. Provides guidance and recommendations to Department offices on 
the formulation and exercise of visa policy as it affects U.S. relations with 
foreign governments.  Coordinates and administers interagency policy on visa 
issuance to aliens participating in exchange programs under the auspices of 
intergovernmental agreements with Russia, the Common-wealth of 
Independent States, the Baltic States, Eastern Europe, and the People's 
Republic of China. 

c. Exercises the authority granted to the Secretary of State under the 
provisions of the INA to recommend to the Attorney General that certain aliens 
ineligible to receive visas be granted waivers to permit their temporary 
admission to the United States, if such admission is determined to be 
consonant with the national interest. 
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d. Formulates and reviews political and security-related regulations 
administered by consular officers at Foreign Service posts in adjudicating 
applications for visas.  Implements and administers restrictive provisions 
pursuant to Section 215 of the INA, when applicable. 

1 FAM 254.3-4  Waiver Review Division (CA/VO/L/W) 

(TL:ORG-79;   04-21-1999) 

Performs the functions vested in the Waiver Review Branch of the United 
States Information Agency as set forth in 22 CFR section 514.44, or as set 
forth for the successor to that office in successor regulation of the 
Department of State. 

1 FAM 254.4  Office of Field Support and Liaison 
(CA/VO/F) 

(TL:ORG-79;   04-21-1999) 

a. Provides operational guidance to the field in all visa-related matters. 

b. Maintains liaison among posts abroad, the Department, and other 
U.S. Government agencies concerned with visa matters. 

c. Oversees the development and implementation of technological 
advances as they apply to the visa function, and supervises maintenance of 
the Automated Visa Lookout System (AVLOS); administers the immigrant 
visa control program. 

d. Directs the granting of documentary waivers in cooperation with the 
Immigration and Naturalization Service (INS) for aliens entitled to enter the 
United States. 

e. Supervises the development of comprehensive reporting systems 
concerning visa issuance and the collection, analysis, and evaluation of 
statistical data on visa activities. 

f. Supervises the preparation of procedural notes for publication in 
Volume 9 of the Foreign Affairs Manual (9 FAM - Visas). 

g. Represents the interests of the bureau in all matters relating to 
refugee, asylum, and parole policy. 

1 FAM 254.4-1  Immigrant Visa Control and Reporting Division 
(CA/VO/F/IV) 

(TL:ORG-1;   07-01-1985) 
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a. Administers the numerical limits on immigrants set by law; specifically 
allocates immigrant visa numbers and maintains records of their use; 
establishes and monitors allocation procedures; and compiles the totals of 
applicants on the visa waiting list. 

b. Compiles statistics on worldwide immigrant (IV) and nonimmigrant 
visa (NIV) issuances and refusals from workload reports submitted by consular 
offices, and makes such information available through the annual report of the 
Visa Office and in response to specific requests for data. 

c. Prepares the Visa Bulletin, which is distributed periodically to Foreign 
Service posts and the public, with information on visa availability and related 
topics. 

1 FAM 254.4-2  Post Liaison Division (CA/VO/F/PL) 

(TL:ORG-1;   07-01-1985) 

a. Provides, through regional visa liaison officers, operational guidance 
and field supervision to Foreign Service posts, and monitors and reports on 
individual post visa operations. 

b. Coordinates visa-related matters among Foreign Service posts, the 
Department, and interested outside U.S. Government agencies.  Briefs and 
debriefs consular personnel, Foreign Service inspection teams, and other 
officers on the full range of visa operations. 

c. Monitors data on changes in political, economic, and social factors 
affecting emigration to the United States and maintains post files. 

d. Provides guidance to Foreign Service posts requesting humanitarian 
and public interest parole from the Immigration and Naturalization Service 
(INS).  Provides liaison between Foreign Service posts and the INS on public 
interest and advance parole cases.  Drafts public interest parole requests on 
behalf of the Department. 

1 FAM 254.5  Border Biometrics Program Staff 
(CA/VO/BBP) 

(TL:ORG-79;   04-21-1999) 

a. Advises the Deputy Assistant Secretary for Visa Services on policy 
and program management issues relating to all aspects of the Border 
Biometrics Program. 

b. Develops, recommends, and coordinates efforts to include a 
machine-readable biometric identifier in new and existing Border Crossing 
Cards (BCCs). 
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c. Maintains liaison with the Immigration and Naturalization Service 
(INS) and other areas of the Department on the Border Biometrics Program. 

d. Coordinates guidance for a public diplomacy campaign on the 
Border Biometrics Program directed at the Congress, the Government of 
Mexico, public and private groups on both sides of the border, and the 
BCC/visa clientele. 

1 FAM 255  DEPUTY ASSISTANT SECRETARY 
FOR OVERSEAS CITIZENS SERVICES (CA/OCS) 
(TL:ORG-62;   01-31-1995) 

a. Formulates policy and directs, coordinates, monitors, and provides 
emergency and nonemergency U.S. services to U.S. citizens residing or 
traveling abroad.  Within the realm of such services, OCS renders assistance 
to interested parties in the United States as required. 

b. Coordinates the evacuation of private U.S. citizens threatened by 
disasters abroad and coordinates the return and identification of remains of 
U.S. citizen disaster victims. 

c. Issues and disseminates Consular Information Sheets and Travel 
Warnings to Foreign Service posts, passport agencies, and to individuals and 
organizations in the United States which have an interest in such matters as 
political unrest abroad, dangerous health conditions, and other subjects of 
concern to prospective travelers. 

d. Makes determinations of nationality and documentation of U.S. 
citizens. 

e. Provides advice and guidance to U.S. citizens, and leadership in the 
international community, on the consular aspects of children's services; fulfills 
U.S. treaty and international agreement obligations relating to children. 

f. Participates in the interpretation and administration of laws, treaties, 
conventions and regulations related to nationality matters and other services to 
U.S. citizens abroad.  Provides advice and guidance to Foreign Service posts 
on the application and administration of the laws and regulations governing 
services to U.S. citizens abroad. 

g. Provides third-country representation and liaison services with Federal 
agencies including the coordination of the Federal benefits programs abroad. 

1 FAM 255.1  Managing Director 

(TL:ORG-62;   01-31-1995) 
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Serves as the senior manager for, and direct supervisor of, the Office of 
American Citizens Services and Crisis Management (CA/OCS/ACS), the 
Office of Children's Issues (CA/OCS/CI), and the Office of Policy Review and 
Interagency Liaison (CA/OCS/PRI). 

1 FAM 255.1-1  Office of American Citizens Services and Crisis 
Management (CA/OCS/ACS) 

(TL:ORG-62;   01-31-1995) 

a. Reports directly to the Managing Director. 

b. Develops policies, procedures and programs and provides guidance 
and direction to Foreign Service posts. 

c. ACS consists of six divisions: 

(1) Western Europe Division (OCS/ACS/WE); 

(2) Eastern Europe Division (OCS/ACS/EE); 

(3) Inter-American Division (OCS/ACS/ARA); 

(4) Near East and South Asia Division (OCS/ACS/NESA); 

(5) East Asia and Pacific Division (OCS/ACS/EAP); and 

(6) Africa Division (OCS/ACS/AF). 

d. Each division performs a similar range of services for the countries 
assigned to its area. 

(A)  Assistance to Arrestees 

a. Upon notification by a Foreign Service post of a U.S. citizen's 
incarceration, notifies relatives or friends of the arrestee's situation, facilitates 
the transfer of funds as needed, and monitors the welfare, legal, and human 
rights of the arrestee. 

b. Coordinates emergency medical/dietary assistance to U.S. citizens 
arrested and imprisoned abroad. 

(B)  Assistance in Death Cases 

Assists Foreign Service posts in identification and notification of next-of-
kin in the event of a U.S. citizen death abroad.  Assists in making 
arrangements for the disposition of remains of U.S. citizens who die abroad. 

(C)  Financial Matters  
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a. Arranges and assists in the repatriation of destitute U.S. citizens.  
Adjudicates applications for repatriation, medical, or dietary assistance 
referred to the Department by Foreign Service posts abroad. 

b. Transmits private funds in emergencies to U.S. citizens abroad.  
Provides guidance to Foreign Service posts on assistance to U.S. citizens 
encountering health problems and authorizes funding and assists in 
arrangements for their repatriation. 

(D)  Medical Emergencies 

Coordinates with agencies of the U.S. Government and private 
organizations on the medical evacuation of nonofficial U.S. citizens abroad. 

(E)  Travel Warnings and Consular Information 

Issues Travel Warnings and Consular Information Sheets at the request of 
posts and informs the public of adverse conditions or circumstances in a 
particular country. 

(F)  Welfare and Whereabouts Inquiries 

a. Assists Foreign Service posts in locating U.S. citizens abroad; search 
and rescue operations; shipping and seaman affairs; and providing 
emergency documentation to U.S. citizens abroad. 

b. Initiates and monitors efforts to locate nonofficial U.S. citizens abroad 
about whom there is special concern, and notifies interested parties of results 
of search efforts.  Advises U.S. citizens abroad of emergencies at home. 

(G)  Nationality and Citizenship Determination 

Adjudicates cases involving claims to U.S. nationality and related services 
referred to the Department by Foreign Service posts.  Makes determinations 
of the acquisition and loss of nationality on cases referred to the Department 
by Foreign Service posts and other U.S. Government agencies.  Determines 
entitlement of U.S. citizens residing abroad to passports and the protection of 
the U.S. Government. 

(H)  Document Issuance 

Participates in the formulation of, and coordinates and implements policies 
and procedures regarding, the issuance abroad of U.S. passports and cards 
of identity.  Formulates and implements policy and procedures regarding the 
approval and issuance of Consular Reports of Birth and Certificates of 
Witness to Marriage and Consular Reports of Death. 

(I)  Nationality Liaison 
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Provides information to U.S. nationals both in the United States and 
abroad concerning foreign nationality and, where necessary, recommends 
formal or informal representations to foreign governments on behalf of those 
U.S. citizens who, from the viewpoint of the U.S. Government, have been 
wrongfully inducted into foreign armies or who have been required to serve 
prison sentences in lieu of military service.  Coordinates with other areas of 
the Department in providing  guidance to U.S. and foreign officials in the 
interpretation of laws and international agreements on matters of nationality 
and U.S. document issuance abroad. 

(J)  Judicial and Notarial Services 

a. Provides assistance to U.S. citizens in need of judicial services 
abroad including execution of commissions and letters rogatory, 
authenticating documents, and providing lists of lawyers in foreign countries.  
Advises U.S. consuls abroad on matters relating to service of process, 
subpoenas, and obtaining evidence for the courts of the United States. 

b. Acts as liaison for the Department of Justice and U.S. attorneys' 
offices in obtaining evidence from abroad for use in denaturalization and 
deportation cases of those individuals suspected of committing war crimes 
and crimes against humanity during World War II. 

(K)  Estates 

Provides guidance to consular officers and heirs on the conserving and 
disposition of the foreign estates of U.S. citizens who die abroad. 

(L)  Property Claims 

Provides guidance to consular officers on property and other interests 
owned by U.S. citizens abroad.  Advises U.S. citizens on methods of obtaining 
documents from abroad in connection with property claims abroad.  Responds 
to inquiries concerning consumer trade complaints against businesses 
abroad. 

(M)  Third-Country Representation 

Responsible for consular and administrative aspects of representation by 
a foreign government of the interests in the United States in a third country with 
which the United States has no diplomatic representation. 

(N)  Disaster Assistance 

a. Directs task forces and working groups organized to assist private 
U.S. citizens involved in crises abroad. 

b. Provides assistance to Foreign Service posts during such crises as 
natural disasters, wars, terrorism, and other critical and life-threatening 
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situations involving private U.S. citizens abroad. 

c. Develops training programs and manages equipment for consular "fly-
away teams" of experienced officers, ready to be dispatched to augment a 
Foreign Service post's staffing at the scene of an emergency. 

1 FAM 255.1-2  Office of Children's Issues (CA/OCS/CI) 

(TL:ORG-62;   01-31-1995) 

a. Reports directly to the Managing Director. 

b. Provides guidance and leadership on consular aspects of children's 
services and fulfills U.S. treaty obligations relating to children.  This division 
formulates and develops policies and programs, and provides direction to 
Foreign Service posts regarding all laws, regulations and procedures 
regarding issues pertaining to children abroad, and performs the following 
responsibilities: 

(1) Participates in the formulation and coordinates the development and 
implementation of authorized children's issues programs, e.g., preventing 
international child abduction and assisting in adoption cases with other areas 
of the Department, and Federal, State, and local governments and with 
appropriate foreign organizations and governments; 

(2) Provides and coordinates substantive and technical direction to 
consular officers abroad in the effective application and administration of laws, 
treaties, and regulations governing the prevention and resolution of cases 
involving abduction of U.S. citizen children to or from abroad, the adoption 
abroad of children by U.S. citizens, child custody intervention and prevention of 
the abuse and/or neglect of U.S. citizen children abroad and child support 
enforcement abroad; 

(3) Monitors, as it affects children's issues abroad, all specialized 
services provided for by law for the welfare and protection of U.S. citizens 
living or traveling abroad; 

(4) Coordinates the entry of information into the Automated Visa Lookout 
System (AVLOS) on abducting parents under section 212(a)(9)(c) of the 
Immigration and Naturalization Act (INA).  Coordinates the entry and removal 
of child custody lookouts in the bureau's passport namecheck system; and 

(5) Provides appropriate assistance to custodial parent or guardian in 
child custody cases as related to passport services abroad and the welfare 
and whereabouts of such children. 

1 FAM 255.1-3  Office of Policy Review and Interagency Liaison 
(CA/OCS/PRI) 
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(TL:ORG-79;   04-21-1999) 

a. Reports directly to the Managing Director. 

b. Office of Policy Review and Interagency Liaison provides advice and 
guidance on the procedural and substantive aspects of the functions for which 
CA/OCS and its counterparts at posts abroad are responsible.  This office 
clears with the Office of the Legal Adviser on all matters having significant 
legal content, thereby ensuring that legal advice and interpretations of treaties, 
statutes, and regulations provided by CA/OCS are consistent with the legal 
position of the Department. 

(A)  Policy 

a. Develops policies and provides technical guidance and instruction, as 
well as legal advice, both within CA/OCS and to posts abroad concerning the 
administration and enforcement of laws on citizenship, documentation, 
protection, and welfare of U.S. citizens traveling and residing abroad. 

b. Acts as volume coordinator for Volume 7 of the Foreign Affairs 
Manual (7 FAM - Consular Affairs), and relevant CFR provisions. 

c. When appropriate, renders advice to the public, posts abroad and to 
CA/OCS staff on issues and cases on the full range of CA/OCS 
responsibilities. 

(B)  Legislation 

a. Proposes legislation to promote consular efficiency by clarifying 
existing provisions or proposing new enactments to remedy inequities. 

b. Responds to Office of Management and Budget (OMB) requests for 
views on proposed legislation, including preparation of testimony and replies 
to questions of appropriate Congressional committees. 

c. Works, in coordination with the Bureau of Legislative Affairs (H), with 
legislative committee staffs to answer questions and assess potential impact 
of proposed legislation. 

d. Interprets and assists in implementing new laws including formulation 
of any necessary implementing regulations. 

(C)  Treaties and Agreements 

a. Participates with the Office of the Legal Adviser (L) and geographic 
bureaus in the preparation and negotiation of consular-related treaties, 
conventions, and other agreements. 

b. Develops supporting documentation and testimony necessary to 
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ensure Senate approval of such agreements. 

c. Formulates any necessary implementing regulations and otherwise 
monitors and promotes full compliance with terms of the agreement. 

d. Administers prisoner transfer treaties in coordination with the 
Department of Justice (DOJ). 

(D)  Nationality Determinations  

a. Conducts reconsiderations in acquisition and loss of U.S. citizenship 
in complex cases. 

b. Renders advisory opinions and guidance to posts and CA/OCS to 
ensure consistency of interpretation and uniform application of evidentiary 
standards to promote equity of treatment under the law. 

(E)  Liaison with Other Agencies 

a. Administers the Overseas Federal Benefits Program and works with 
paying agencies on all matters pertaining to claims and benefits programs 
abroad. 

b. Represents CA/OCS, as well as the bureau and Department as 
appropriate, in meetings and negotiations with other Federal (DOJ, INS, 
DOD), State, and local agencies. 

(F)  Coordination with Office of the Legal Adviser 

a. Maintains contact with L/CA and other offices of L (L/LEI, L/T) to 
facilitate communication between line officers and L offices especially when 
technical, legal issues are involved. 

b. Works with L to develop Department positions on litigation, legislation, 
treaties and agreements and precedent-setting nationality determinations. 

c. Following consultation with L, provides that agreed-upon legal 
guidance is disseminated and properly implemented by CA/OCS and posts 
abroad. 

(G)  Freedom of Information and Privacy Acts 

a. Administers Freedom of Information and Privacy Act (FOIA) casework 
for CA/OCS. 

b. Provides guidance to line officers regarding operational issues having 
FOIA implications after consultation with L and A/RPS/IPS/RL/RC, as 
appropriate. 
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(H)  Litigation 

a. Prepares litigation reports, as appropriate, for submission to L.  
Works with L and other interested parties to assist in formulating the 
Department's position and strategy in court cases involving CA/OCS issues. 

b. Advises government attorneys, including participation at hearings and 
trials, on operational and legal aspects of CA/OCS work. 

c. Advises operational entities within Consular Affairs of significant court 
decisions, including their precedent value. 

1 FAM 256  OFFICE OF THE EXECUTIVE 
DIRECTOR (CA/EX) 
(TL:ORG-62;   01-31-1995) 

a. Provides executive direction to the bureau for administration and 
management services, including financial and personnel resources and 
computer systems. 

b. Collaborates with the regional bureaus, appropriate functional 
bureaus, and the Bureau of Personnel on Foreign Service personnel policies 
affecting the consular function and the assignment of consular personnel 
abroad. 

c. Prepares and presents budgetary information on the consular function 
(e.g., the Consular Package) and provides management support to consular 
personnel abroad. 
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1 FAM 256.1  General Services Division (CA/EX/GSD) 

(TL:ORG-62;   01-31-1995) 

Supervises the bureau's communication system, including the central files 
of communications with posts abroad.  Oversees the procurement and 
distribution of supplies, equipment, space, travel and transportation, and 
maintenance services of the bureau; administers the bureau's security and 
safety programs. 

1 FAM 256.2  Personnel Management Division 
(CA/EX/PMD) 

(TL:ORG-62;   01-31-1995) 

Coordinates the personnel functions and programs of the bureau including 
position classification, staffing and recruitment, merit promotion, employee 
relations, employee benefits, training and development, position management, 
awards, and special projects; supervises the control and monitoring of staffing 
levels and the distribution of permanent and temporary employees within the 
bureau's organizational units. 

1 FAM 256.3  Consular Systems Division (CA/EX/CSD) 

(TL:ORG-62;   01-31-1995) 

a. Directs and coordinates consular systems application studies and 
development activities.  Participates in the evaluation and approval of 
proposed systems projects; plans and forecasts resource needs for approved 
systems applications. 

b. Assists in the installation and maintenance of automated systems at all 
Department field locations worldwide and the integration of automated 
systems with manual procedures; determines requirements and priorities for 
consular systems support; arranges for and monitors required Department or 
contract systems and engineering support; and evaluates or participates in the 
evaluation of existing computer-based systems. 

c. Operates laboratory facility for the development, testing, and quality 
control of new and existing materials and equipment in connection with 
automated systems and evaluates prototype equipment for possible use in 
consular systems.  Represents the bureau in automation-related activities 
within the Department, with other Federal agencies, other governments, and 
the private sector. 
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1 FAM 256.4  Resources Management Division 
(CA/EX/RES) 

(TL:ORG-79;   04-21-1999) 

a. Formulates, prepares, and presents the bureau's annual budget 
request and associated justifications.  Prepares financial plans and periodic 
financial status reports.  Determines resource availability, distributes and 
manages funds allocated to the bureau, and approves fund commitments and 
obligations.  Monitors fund transfers and cost reimbursement accounts with 
Federal and State agencies.  Recommends fiscal policy in compliance with 
fiscal regulations, directives, and instructions of the Department, executive 
branch, and the Congress. 

b. Manages special funding arrangements for repatriation and 
subsistence loans to indigent U.S. citizens abroad, as well as medical and 
dietary assistance to U.S. citizens incarcerated abroad. 

c. Manages the collection, analysis, and distribution of statistical 
information used to project workload and resource consumption trends.   
Analyzes financial, statistical, and operational data to project future 
requirements and to determine operational performance.   Monitors and 
administers authorized employment levels. 

d. Establishes guidelines for accounting, disbursement, imprest control 
and fee transfer procedures.  Assists operating offices in designing and 
implementing oversight and management control systems related to those 
procedures. 

e. Provides guidance and issues instructions for sampling U.S. Postal 
Service mail utilization by the Passport Office.  Maintains usage records by 
different service categories to determine appropriate reimbursement to the 
Postal Service. 

1 FAM 257  THROUGH 259 UNASSIGNED 
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1 FAM 251  Exhibit 251.2  
 BUREAU OF CONSULAR AFFAIRS (CA) 

(TL:ORG-74;   04-21-1999) 
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